DEPARTMENT OF GENERAL SERVICES o Schédule No. (¢ g57
- RECORDS MANAGEMENT DIVISION .
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 1
Agency : : Division/Unit RISK MANAGEMENT
Item Description ) Retention
No. '
All electronic media records will be created and stored using a
system that is in compliance with Comar 14.18.04. Permanent
records will transferred to MSA on CD stored as “Tif” files with the
retrieval software embedded on the CD.
Schedule Approved by Department, Agency, or - | Schedule Authorized by State Archivist
Division Represen%\%é{ P 0 1999
Date : %7)/ p /’, )/ Date 'JUL e ”—
Signatned —F A HANTTHLLL ﬁ,’. 2 W /
Typed Name Phyllis T, Pritchett | Signahre, ity ‘
Title Records Management Officeyr :
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page 1 of S

Agency COUNTY ADMINISTRATION Division/Unit - RISK MANAGEMENT
Item. Description Retention
No. '
1. GENERAL CORRESPONDENCE
a) POLICY AND PROGRAM DEVELOPMENT
Correspondence relating to the formulation, implementation, or 3 years, then destroy.
modification of policies, programs or projects. Before disposal and
All final Policies and Procedures are kept as permanent records in the annually thereafter,
Office of County Administration’s “Policy & Procedure Manual.” appraise for continuing
' administrative usefulness.
b) ADMINISTRATIVE
Correspondence pertaining to normal and routine administrative 1 year, then destroy.
functioning. Before disposal and
annually thereafter,
appraise for continuing
administrative usefulness.
2. GENERAL SUBJECT FILES
' a)Files opened to deal with issues, questions or projects relating to risk Review annually for
management activities. ' administrative usefulness,
then destroy.
b) Original signed contracts with Allied Agencies for self insurance Maintain in Division file as
coverage. long as administratively
valuable, then transfer to
CD for storage. Destroy
20 years beyond active
period of the contract.
3. GENERAL ACCOUNTING RECORDS
Our office copies of check requests, purchase orders, and expenses of the | 3 years, then destroy.
division along with supporting materials. :

Schedule Approved by Depértment, Agency, or Division
Representative.

| Date

Schedule Authorized by State Archivist

1999
g 2977

2 ,
Typed Name” [4ynne K I%in

Title Risk Management Administrator

Spnsse Sl . [P~ F
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page 2 of §

Agency COUNTY ADMINISTRATION Division/Unit RISK MANAGEMENT
Item Description Retention
No.
4, SPECIAL ACCOUNTING RECORDS
Audit Reports, Actuarial Analyses. Retain for 10 years, then
destroy.
5. PERSONNEL RECORDS
a) Leave and Time Sheets 3 years, then destroy.
Office copies of employees Annual, Official and Disability leave forms
and daily timekeeper records.
b) Unofficial Personnel Files Screen annually and
Files contain copies of annual reviews, salary increases, doctor notes, destroy material no longer
etc. needed for current
reference. Upon separation
of the employee, retain file
for 3 years then destroy.
6. SAFETY
a) General Safety Screen annually and

Informal documentation and correspondence.

b) Site Inspection and Complaint Investigation Files.

c) OSHA, MOSH Files
Files contain information on safety violations, MOSH inspections,
OSHA 200 Log. '

destroy material no longer
administratively useful:

Retain in office 5 years and
transfer to CD for storage.
Review every 5 years for
destruction of items not
administratively useful.

Retain for 10 years then
destroy.

DGS 550-1 (Rev. 01/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page 3 of §

Agency COUNTY ADMINISTRATION

Diviston/Unit RISK MANAGEMENT

Item _ Description Retention
No.
7. INSURANCE DOCUMENTS

a) State Applications and Compliance Forms

b) Commercial Insurance Policies

18 CLAIM FILES:

8.1 AUTOMOBILE LIABILITY CLAIM FILES
a) First Party Files
Files which document damage to County owned/insured vehicles.

b) Third Party Files
Files which document claims involving accidents with non-County
vehicles.

¢) Claims and Incident Reports involving minor children

Retain for 10 years then
destroy.

Retain in office for as long
as administratively useful
then transfer original
documents to warehouse
for storage. Keep copy on
CD on site. Destroy both at
20 years beyond the policy
expiration after review by
Risk Manager for pending
litigation.

See individual listing.

3 years after closure or
subrogation recovery, then
destroy.

Maintain in Division active
files until closed. Then
retain on site for 5 years,
destroy all material except
Releases. Transfer
Releases to CD storage,
reviewing every 20 years
for destruction.

Maintain in Division active
files until closed, then
retain on site for 5 years.
Transfer entire file to CD,
destroy paper, and save CD
until 3 years after child’s
eighteenth birthday, then
expunge record.

DGS 550-1 (Rev. 01/93)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
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Agency COUNTY ADMINISTRATION Division/Unit RISK MANAGEMENT
Item Description Retention
No.

8.2 GENERAL LIABILITY CLAIM FILES

|83

8.4

a) Claims involving accidents and incidents other than auto and
environmental.

b) Incident Reports with no claim timely, filed.

¢) Claims and Incident Reports involving minor children.

PROPERTY CLAIM FILES
First party claims involving damage to county owned/insured real and
personal property.

ENVIRONMENTAL CLAIM FILES
Claims involving third party damages resulting from landfills,
underground and above ground storage tanks, etc.

Maintain in Division active
files until closed. Then
retain on site for 5 years,
destroy all material except
Releases. Transfer
Releases to CD, reviewing
every 20 years for
destruction.

File in Division for 3 years
then destroy.

Maintain in Division active
files until closed, then
retain on site for 5 years.
Transfer entire file to CD
and save until 3 years after
attainment of child’s
eighteenth birthday then
expunge record.

3 years after closure, then
destroy. Claims involving
major losses of real
property may-be retained as
long as administratively
valuable, with review every
20 years for destruction.

Maintain in Division active
files until closed. Then
retain on site for 5 years.
Transfer to CD and review
every 20 years for
destruction.

DGS 550-1 (Rev. 01/93)
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Schedule No.
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Agency COUNTY ADMINISTRATION

Division/Unit RISK MANAGEMENT

Ttem
No.

Description

Retention

85

WORKERS’ COMPENSATION CLAIM FILES = .
a) Open and active claim files handled by Third Party Claims
Administrator (TPA).

b) Closed files

¢) Incidents, not reportable under OSHA guidelines with no medical
treatment and no allegation of occupational disease.

d) Incidents with mention of potential exposure to hazardous chemicals
or occupational disease.

LOSS STATISTICS :
General data collected with respect to loss trends, claim costs, etc.

Retain on site at TPA
office until closed to the
Closed File.

Retain on site at TPA
office for 3 years from date
of closure or end of TPA
contract, whichever occurs
first. Transfer files to
Division for purging of
superfluous material and
transfer to CD for storage.
Destroy 20 years beyond
date of last payment after
review by Risk Manager
for pending litigation.

Retain in Division for 5
years, then destroy.

Retain in Division office
for 5 years, then transfer to
CD for permanent storage,
and destroy paper once CD
has been verified.

Maintain as long as
administratively useful.
Review every S years for
destruction. .

DGS 550-1 (Rev. 01/93)




84,1699 11:42 RISK MANAGEMENT/HOUSING » 3292 NC. 368 a1
CENTRALSERVICE Fax:4103133290 ARpr 1% 'S99 12:13 P02
—————r — —~———
OEPARTMENT OF GENERAL SERVICES AGENGY RECORDS INVENTORY
Mﬁ Type or Print 2 copamie form for each . RECORDS MANAGEMENT DIVISION
Nnew &r covisad record sories. forward with Reoard 7275 WATERLOO RQAD
Ratention Schedule (OGS 550-1) PO. 80X 27§ 2 3
JESSUR, MARYLANO 20754 PAGE_<_ OF 2 __
JopartmenvAgency 2 Division Risk Management 3 UMt N/A
Howard County Govarnment . - .
County Administration

DEFINTMON - RECORD SERIES - A araup of ralstod rocords nermally filad and usad as a unlt for roferonce as wofl as retontion and disposition purposes.

4. Recory Gorigs Titte

Insurance Documents - Commercial Insurance Polices

&. Eariast YearAatest Yoar
198] «Present

Coumercial Insurance Policies

6. Rocord Saries p@m (Briefly describe the types of IntammnRannstes maontefiamas A ind in tha catacladude tha.pumoara ar functian of tho carias.

ol
Poat-it* Fax Note 7671 02 F\{(, \ [daghs®
To ' S
Co./Dapt. Co.
Phone # Phone #
[Fax® o) Faxt ()3 ;
T30 ] ;
7. Raowd Serios Format(s) 8. Rocard Soras Soquonca 8. Volume N
. B s Drxwers)
R Lellsr Size O Mierofitm B Aphabateal _ O Microfim Reol(s)
| —2 D Computor Tabe(s)
W Lega! Size ncomm Tape O  Numericsl Number g Oher (specily)
O Eound Book O Floppy Disk © Chronslegiaal
7 Audio Tape QO Video Tapa O Gooyraphical 10. Annwal M’"‘Mﬁ" File Orawer(s)
| A . 0O Microfitm Rosl(s)
O Othar (specity) O Other (spacity) .3 O Computor Tape(s)
' —— Numbor O Othor {spacily)
11, Filsis Usod 12. File ?eeomas Inactive Aftar
: 0 Daiy 0 Waally O Monihly _2_ B Month(s) O VYear(s)
Occasionally Numbar
13, Guent Location(s)  (Bldg.. Floar, Room) 4. 16 Réaord Series Cupficated Etsewnore?
' (If yos: spacily agency or office)
Gateway Building, 3rd Floor, Risk Management D Yes D No
15. Aoeoss Restrictions 0 Yas B No 16. Augit Requiraments
{ Yes, cito Law(s) & Rogulation(s)
K None O State O Foderal O Indopandoant

17. )s an Ingox System Used? (I yas, explan brially and dascribe
any hadware/seftware )

O VYes K No

18. Roconvnended Retenton Retain Permanencly

Namae and Title ol Prepamr 20. Telaphone Numbar
Linne £ Levin ts‘f”*_z‘i;{
410-313-6390
h v,
‘igure 1

21. Oata

Anl29

- 25 -




84/16/99 11:42 RISK MANAGEMENT-/HOUSING » 3290 NO. 388 a2
CENTRRLSERVICE Fax:4103133290 “Rpr 15 'S99 12:13 P.02
e — e — ]
DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

instructions « Type or Prind a soparals torm for eaoh . RECORDS MANAGEMENT DIVISION :
NAW OF revisad recond $orias. forward with Rocord 7275 WATERLOOQ RQAD
Ratention Scheduls (DGS £80-1) P.O. BOX 275 1 3

‘ JESSUP, MARYLAND 20794 PaGe_L _oF 3

JepantmenvAgency 2. Division 3UM N/A
Howard County Covernment Risk Management )
Couty Administration

DEFINITION - RECORD SERIES - A group of related rocords normally fRed and usad as @ Unl for reference a5 well as retenton and dispositon plrposes.

4. Rocord Sorles Tite  General Subject Files:

Original Signed Contracts
with Allied Agencies

8. Earfigst Yearalast Yaar
1981 ‘v Prasent

County's Risk Management .Program.

. Record Series Dascnplion (Bhelly cescribe the of Informabonnvdocme
¢ Originals signpeus“ contracts witmuied Agencies

ngfommc found in tho seriss. Indudo tho purpese or unction ol 0w sonas.
for Self-Insurance coverage under the

7. Racord Serios Formal(s) 8. Rocord Series Saquence 9. Volumo
.. X2 Fle Orawor(s)
& Lottor Siza O Migrofilm O Alphabetcal .5 O Microfim Reel|s)
— O Computar Tapa(s)
O Logal Size O Computer Tape . D Numercy Number a Othor (specity)
0O Bound Bock 0 Floppy Oisk g Chronglogeal
- . 10. Annval Accumulation .
J Audie Tape Q Video Tape O Geopraphical £ Fie Drawear(s)
' . O Microfim Raolfs) '
{0 Other (specify) O Othor {specity) ] O Computer Tape(s)
—_—— Number O Othor (spacily)
11. Fle is Used 12. Fita Bocomas (nactve Aer
O Daly a Weekly O Monily _ G Month(s) O VYaar(s)
Number '
Only When Updated Only Upon Replacement
13. Cunent Locaton(s)  (Bidg.. Floor, Room) 14, 15 Rocord Seriss Ouplicated Ksmm'?
X ity agancy or afica)
Gateway Building, 3rd Floor, Risk Management gf my::m ¥ O No o)
~fach Agency bhas a_photacopy.
15. Accoss Restrictions & Ves a Ne il 16. Audt Raquiroments
{f Yos. cite Law(s) & Regulaen(s)
% 8 None a State Q Federal O (ndopendant

17 s an ingox System Used? (f yas, explain briefly and doseribe
any hadware/software

18. Rocommengad Retantion

- Retain permanently

O 'Yas W@ Ne
Name and Tide ¢! Prepar 20. Telaphone Number 410-313-6390 21. Oaw
Lynne K- Aodin, Rl Monagimat- ‘{// ‘/ 79

; g §= 2 Admindraten

‘igure 1

.25 -




.84/16/99 11:42 RISK MANARGEMENT/HOUSING » 3298 NO. 3@8 ra3

CENTRALSERVICE Fax:4103133230 Rr 15 '99 12:13 P. 02
[ o . —— ——
. ) DEPARTMENT OF GENERAL SERVICES AGENGY RECORDS INVENTORY
Jnstructions - Type or Print a saparate torm for each RECORDS MANAGEMENT DIVISION
nGw or revisad rocond §onas, forward with Reoard 7275 WATERLOD ROAD
Retention Schedule (DGS $80-1) P.0. SOX 275 ] -
’ JESSUP, MARYLAND 20794 PAGE 3 _ OF _3_ |
2 v. . Divisisn R M ement . UnitN/A
f%’ci‘ @:&:’Cy Government 2. Dvigin Risk Managem 3 it
County Administration ‘ A ,

OEFINITION - RECORD SERIES - A group of relstod rooords nermally fled and usad as  unit for refarencs as wall as retention and dispasition pupeses.
4. Record Saras Te Claim Files 5 YoarAstest Yaar
Eﬁﬁ to Fresent

—

6. Rocord Saries Deseripion (Brigtly dowﬂfa the of informationnvdecumanteAerms found i the senes. (nclude the pumpeso o function of the saras.
Workers' Compensation Claim Files

7. Racord Saries Formalls) 8. Rocord Saries Sequenca 9. Volume
) .. _ 22 ¥ Fdo Orawer(s)
O tetter Sizo O Mitrofim D Aphabetical B WMicraflm Reo'(s)
. —— 0 Computsr Tape(s)
& Log Sae D Gomputar Tape O  Numencyl Number & Other (specity)
20 Boxgs
O Baund Book a Floppy Disk O Chronological
1 Audio Tape O Video Tapo O Geographical 10. Annial Aocumidalon e Orawers)
, 4
O Other (specity) O Other (specity e Bcmtiain s
‘ Number 0O Othor (spociy)
; )
. 11. File is Usad 12 Fila Bocomes Inactive After
O Oaily O Weeldy a Morithly 3 O Month(s) B Yoals)
Number
As needed - varies
13. Current Location(s)  (Bidg.. Fioor. Room) 14, g Record Sarias Dupficatad Elsownhara?

| {if yos. specily agency o office)
Yas

Gateway Building - 3rd Floor, Risk Managemen o No In part, at MD Worker's
Compeusation Commisaion

, 15, Accass Restnctions B Yes O No 16.  Audtt Requiraments

: (if Yas. cite Law(s) & Regulaton(s)

: Confidential claim files R None O Smte O Federa O Indepandont
I 17 1s an Index System Used? (If yes, explain briefly ard describe 18, Rocommonded Retsntion Pérmanent Retention

any hadwara/sofiware

® Yes T No

Database file lists each claim

; Name and Title of Propares 20. Telephone Numbar 21 Oate
Lyane £ Lev . b [Pens 44“
yane Ae_ " Z«AJmmw’iwk 410-313-6390 4//6/?2

————

¥ av, 1,

1~ figure 1

e




